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Chief, | | 5 May 1950

Asting Chief, | |
Supply Accowds No, 2 - Office Supplies

1, Rslative to recent discussions held pertaining to the
operations of Supply Aocownt No, 2, you are advised that the follow-
ing procedurs will be ssisblished iwiawly and thet a report of
mmumw be furnished this office op 15 June 1950,

8, ?zohibit entry to the supply roam except for
individuals assigned to thel I
[ _Ithe Chief and Asst, Chief,] |

snd their lmpediste supervisore, All other personnel
hr-qsﬂredwaimamgism, to be installed without
dslsy, which will bear date of entry and mame of individusl.
Smhmmlraquirinseumﬂnhmw a MINIMON,

b. Installstionm of a dutch door at the entramce to
the supply room containing office supplies, All supplies
withdrswn from the supply room will be obtained by delivery
personnsl et this point.

o, All items being mmwd will be double checked and
initisled by the checker, Until an lidividual is permanently

ass az Asgt,. Head, | ﬂ't'é
& slternate will be m:!.gned o this detall, Simce quantities
of items in stock shopld at all times be in sgreement with

stock vecord cards, there should be no need to substitute items.

However, if mmatiwtim is m, a) es of the sition
should be changed acc The

I Ehould take mcmary action upon recelpt of tho
Tinel documant to meke adjustments necessary.

d. A1l itepe will be stesped end will bear the corres-
ponding stock mumber as reflscted on stock control omrds, This
syetsm will eliminete discrepancies which may exist in the
ismuence of supplies.

: #, A spot inventory will be taken by inventorylmg the
stock on hend and checking the balances recorded on the stock
mnracards A record will be meds of the results of suwh
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imventoriss snd & mmpaendus outlining findings will be
&rected to Uds office, seni-monthly, for review,

2. Porwarded for fssmiiste sotion,
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